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Hn Running Bl Custom Reports - Overview

rsonne

The Running Bl Custom Reports section provides an overview for running Bl Custom Reports from the HRMS
Portal.

Topics covered in this section include:
» Running Bl Custom Reports

= Accessing Reports from the HRMS Portal Self Paced Learning Materials for the BI
- Selecting a Report Financial, E-Recruiting, and Grievance

. cubes will be published separately.
= Report Variables P P y

= Selecting Multiple Variables
= Deleting Variables
= Running a Report

» Defining Bl Custom Report

Variables
= Position-Personnel Master Listing
= Position Statistics Report-Month Ending
= Position Roster
= Merit System Employee History
= (Class Distribution-Pay Class
= (Classification Turnover
= Minority Distribution
= Supervisor to Employee
= Merit System Employee Summary
= Employee File Statistics
= Periodic Increment and Appointment Status Changes
= Affirmative Action
= HRM Performance Measurement reports
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Hn Accessing Reports from the HRMS Portal

Accessing Reports from the HRMS Portal

The HRMS Portal is used to access Business Intelligence reports. Instructions for logging on to the HRMS
Portal are in Section 5: Logging on to HRMS Portal.

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS

Portal: Business Intelligence categories contain
reports associated with that category

Click on “Business / A /\A
> Bl Reports

Intelligence” to view

Org o geme ersonnel Administratio g eme 0 2 RM Perfo g e Repo

categories
Position / Personnel Master Listing
[4]¥] L]
K Detailed Navigation .
The first Bl Report under = — | Verebletnty
. . = Position / Personnel Master Listin
the Organization « Position Statistics Repart - Month Endiny
Management Category » Position Roster Auvvailable Variants: - | Sa-.e” Save As... || Delete| Show Variable Personalization
will be selected by ' Portal Favorites = General Variables
default Variable & Current Selection
Month/Year Range (Mandatory)
Organizational Unit Hierarchy
Job - Multiple (Qptional)
2 v eesrid e )
The Detailed Navigation pane | The report pane displays the oy - G tisia anp v S s '_::“‘ o
. . . . ) i - Gy P ot e hatnnd .
displays the list of Bl reports report variable selection r——-— oo TRECE M
to choose from criteria, as well as the report N e e o
results when a report is run W VLD 09 St 0

TRORTME 843 wmeamery 24
TROHEC e Jmeoeent 24

Poy Soae e
Py e TS mMe o 3A
PR TROLTT M40 moam A

IK!IE"!‘!!!

THEST M Wt I8

Continued...
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Hn Accessing Reports from the HRMS Portal, cont..

Bl Custom Reports are located in the following categories under the Business Intelligence tab:

Bl Reports

Organization Management | Personnel Adminiztration | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting | E-Recruiting

s . Personnel Administration: Payroll: Financials:
Organization Management:
> Position-Personnel Master » Employee History > géﬁriiﬁz‘;\uon » Distribution of Payroll and Related Costs
Listing > Class Distribution-Pay Class » Position Cost
» Position Statistics Report- » Minority Distribution »Who Charged
S (Al » Merit System Employee Summary
- IFESIEE ReSE Employee File Statistics

Appointment Status Changes Self Paced Learning Materials for the BI

YV VYV VY

Affirmative Action Financial, E-Recruiting, and Grievance cube
will be published separately

| HRM Performance Measurement: Grievance: E-Recruiting:
»Plan and Align Workforce » Grievance Details Report » #40 Candidate Quality-Detail
> Hire Workforce The HRM > Grievance Master > #40 Candidate Quality-Sum1-
Performance = i i
> Deploy Workforce " Agreement Report Summary-Questions with
easurement > Gri Totals by A Responses
» Develop Workforce tab contains rievance lotals by Agency \ . '
o multiple Report > #40 Candidate nghjcy-SumZ-
> Reinforce Performance reports within > Grievance Articles Trend Uncompleted by Hiring Mgr
» Ultimate OQutcomes each category. Report > #40 Candidate Quality-Sum3-
> Grievance Detail Agency Uncompleted by REQ-ALl Hiring
Mgr
Report
» Grievance History Report = GUS IS Al = L EE
> Grievance Status Totals e

Report
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Selecting a Report

Selecting a Report

Bl Reports

To select a report:

1. Click the report

Organization Management | Perzonnel Adminietration | Time Management | Payrol | Financiale | HREM Performance Measurement | Grievance Reporting | E-Recruiting

Position / Personnel Master Listing

l41¥] 1 o ———— i — — — — — — — — — — — — — — — — — —— —— — -
. Detailed Navigation i AN
category link. — ___  fariabic Entry \
= Position / Personnel Master Listing
= Position Statistice Report - Menth Ending |
2.  Click the report name * Posion Roster : Avaiabie Vararts: | | - Show Variabl Personsization :
. . General Variables
l]nk from the Portal Favorttes : Wariable = Current Selection Description |
Detailed Navigation | || oo Range Mendetory) |
Organizational Unit Higrarchy |
pane . | Job - Muttiple (Optional) |
\\ /
3. Avariables selection  — \ /-
c \ /
box will appear to \ #
Bl Reports
allow the user to Organization Management | Perzonnel Administration | Time Management | Payroll | Financials | HRM Performance Measurement | Grievance Reporting | E-Recruiting
c Position | Personnel Master Listing e e e e e — e
enter variables taio « ~ ]
. . . Detailed Navigation I Variable Entry
(selection criteria) for |7 Postiont Persannet hastr itins |
o = Position Statistice Report - Month Endi
the report they W]Sh to/ // . Pus'rt:: Rus:;lcs - R I Available Variants: - | Save || Save As.. || Delete | Show Variable Personalization
7/ 5
rU n : / / Portal Favorites EEFLEE IOTEES
7/ / I Variable = Current Selection Description
P / / I * | Month/v'ear Range (Mandatory)
/ / Organizational Unit Hierarchy
/ / I Job - Muttiple (Optional)
e /
T T T T T T T AN -
[ Click here to expand Click here toshow / \
left/right in the Detailed hide the Detailed |
Navigation pane Navigation pane |
} b
I
l4]¥] |
I Detailed Navigation =
____________________ 7 .
Continued...
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HR Selecting a Report, cont..

For reports with multiple queries, a report folder will contain all queries of the report. For example, Bl

Custom Reports with multiple queries include:

» Employee File Statistics
» Affirmative Action

Organization Management | Perzonnel Administration | Time M

Employee File Statistics
[4]¥]

To run a report query alone: | petaica navigaion ]

[ Employee File Statistics

—p = Employee File Statiztics - Age Ranges
= Employee File Statistics - In Prezent Position
= Employee File Statistics - Certificate
= Employee File Statistics - County Code
= Employee File Statistics - Dizability Status
= Employee File Statiztics - Education
= Employee File Statistics - Ethnic Group
= Employee File Statistics - Gender

To run a report with all report queries at = Employe File Statistics - Merit System
= Employee File Statistics - Part Time Percent

1.  Click the report query link.
For example, click the Employee File
Statistic - Age Ranges link rather than
Employee file Statistics - All Reports
link

once. = Employee File Statistics - Salary Hanges
c c « = Employee File Statistics - Salary Rate Unit
2.  Click the r.eport with the “All . Employee File Siatistos - Specil Fay
Reports” link. \ - Employes File Statistics - Status
= Employee File Statistics - Underfil

\ Employee File Statistics - Weteran Status
Employee File Statizticz - All Reportz
* [J Appointment Status Changes

= Appointment Status Changes
v = OO Affirmative Action

Click the Expand » and / = Affirmative Action Employee Detail Statewide

= Affirmative Action Analysis by EEOC Grou . . .
Collapse = buttons to : _ lysis by EE ¢ All Affirmative Action
expand and collapse = Affirmative Action Employee Detail by Personnel Area queries must be run

= Affirmative Action Summary by Personnel Arsallob
report folders. ry by separately
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Report Variables

Report Variables

Variables are report selection criteria and must be entered prior to running a report. Variables
identified with an asterisk are required fields. The user may enter variables manually or click on the

matchcode button|@|to select a variable from a list.

Variables with an asterisk are mandatory
fields and must be entered

Bl Reports

Organization Management | Personnel Administration | Time Management | Payroll | Financialz | HRM Performance Measurement | Grievance Reporting | E-Recruiting

Employee Summary
[4] ]

II Detailed Navigation

=

» O3 Employee File Statistics

» O Appointment Status Changes
» OO Affirmative Action

= Class Distribution - (Pay Class)
= Classification Turnover

= Employes and Positicn Status

= Employee History

= Employee Probation

= Employee Summary

= Hiring Freeze Tracking

= Minority Distribution

= Supervizor to Employee

I! Portal Favorites

Sl=

Available Variants:

Variable Entry

- | Save || Save As.. || Delete

General Variables

Variable 5

Calendar Month Prompt _ Single Walue
Pay Grade Area (Optional)

Pay Scale Area (Optional)

The user may manually enter the variable, or
click the matchcode button to bring up a list

to choose from

i
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Selecting Multiple Variables

Selecting Multiple Variables

To select multiple variables, click the “matchcode”

button to add multiple variables of the same type.

Note: Before a new row can be added, there must be an entry in the first row

Variable Entry Select values for Pay Grade Area (Z5_SALAR 0003) = B
Show view:
Available Variants: J Sﬂ-.-sl Save As... | Dslstsl Show Variable Personalization L FE Al
General Variables Maxim.m Wyd || [ssr L
Variable = Current Selection Dezcription Pay Grade AreaKey $ Py Grade Area Text$ [4]
* Calendar Month Prompt _ Single Valus ]
) # #
Pay Grade Area (Optional) J " £
Pay Scale Area (Optional)y / ,_ i .
0K || Check [ e s
Click the “matchcode” button L School fr Deaf/Bling Ad B
to add a variable of the same [ eeies offea!
J 35 Legizlative
type Selott vbies 1or Pay Geade Aree (25_SALAR 000Y) J % T Aftorney General
" | - — L
Show vew A - I .
s Select the multiple values you
T o need and click Add
| PapCremAmaker ey Ood A Tads o 8 Bhanameadain.
: = - : ‘~ « Pay Grade Area: @B Change UFUBFEE
| =
choat & Ceatflms [; Barwive
=1 Result: An multiple values
: -| have been added
Erter o ek :
¥ Gracis & 2 1o Coter s
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Deleting Variables

Deleting Variables

To remove a variable that was entered in error or replace the current variable, the variable can be

removed two ways:

1. Highlight the variable, select the delete or backspace key to delete that variable.

2. Select the matchcode

“Remove” button.

button. Select the variables that need to be deleted and click the

Variable Entry Select values for Personnel Area (Z5_PAOP 0003) E m
Show tool: | Single valuez ﬂ Show view: |All ﬂ
Awvailable Variants: - | Save | | Save As... | | Delete | Show Variable Perzonalization
All Selections
General Variables
il i r_
pr— P — — WMaximurm 1000 Refresh oD@
» | 1onth/vear Range (Mandatory) 00 0412008 - 042008 | Personnel Area Text H EE2 L=
Organizational Unit Hierarchy 30000698 108 W |— = Airway Heights Corr Ctr
Pay Scale Area - Single (Optional) 01 01 01 _|# [ =/ Americorp StarVista
— Aberdeen Wex |— =| Archaeclogy and Historic Pres
-Eﬂ [ check | - I
Variable Entry Admin for the Courts |— =| Arts Commizsion
Ahtanum View CC
Available Variants: ~ [ save | [ Save As... || Delete | Show Variable Personalization __| Airway Heights Corr Cir Add 3
Americorp Star Vista _
- — 4 Remove
General Variables Archaeology and Historic Pres
WVariable £ Current Selection Description Bingen Wes E' A
Month/ear Range (Mandatory) I ;ter a value for
Organizational Unit Higrarchy 30000638 106 Perzonnel Area;
Pay Scale Area - Single (Optional) o1 0101 [=][«] change order [~| x|
. OK || Cancel| .:
Variable values can be

highlighted and deleted by
pressing Delete or Backspace
on the keyboard

Result: Variables have been deleted

Section 6:. General Topics / Running Bl Reports from HRMS Portal
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frliR Personalizing Variables

Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
For example, in the illustration below the user is personalizing the Personnel Area variable for the Minority
Distribution report. Once the Personnel Area variable has been personalized, the same values will be used for
Personnel Area when the Employee File Statistics report is run since it also uses the same Personnel Area variable.

Once a variable is personalized, it is no longer displayed on the variables screen. See Removing Personalized Variables
for information on removing a personalized variable.

ariable Entry

Available Wariants: Sawve Delete
General Variables @
“ariable = Current Selection . .
Number of Fay Feriods ) ., | Click here to personalize

the Personnel Area variable

Appropriation
Budget Unit

Perzonnel Arsa - Select (Optional)

Payrell Area - Selection (Optional)
Project

Agency

Sub-Agency

COrganizational Unit - Selection (Optionaly
PROGRAR INDEX

Org Index

Allocation Code

In Period (yyywpp)

For Period (yyyypp)

Po=ition (O ptional)

HR a= of date (mm/ddfyyyy) [Key Date]

m o o o o o o e o o o o

Biennnium

Continued...
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[l Personalizing Variables, cont..

The example below uses the Distribution of Payroll and Related Report to show how to Personalize the
Personnel Area variable:

Available Variants: Save Delete Hide “Variable Perzonalization
1. Enter the Personnel General Variables
Area Variable(s), Variable = Current Selection Description
. « ’ * Murnber of Pay Periods 1 1
2. Click the “Select Appropriation

button for the — | Budget Unit

variable lis Personnel Area - Select (Optional) 1110:1111:
3. Select the “Add ::j;ﬂﬁrea Selection (Optional)

selected variables to Agency

personalized variable Sub-Agency

list” o

%}E BB
Personalized Variables | Add selected variables to personalized variables list]|
Wariable S Current Selection De=cription

Available War

General Va)
val [ | Show Personalized Variables
M

z

Budget Unit
Payroll Area - Selection (Optional)
Project
Agency
Result: Personnel SRS
Personalized Variables
Area has been » ariable = Current Selection De=cription
Personalized. Perzonnel Area - Select (Optional) 1110: 1111 1110 Dept of Perzonnel; 1111 Information S
— St PersrratTe et
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I, Removing Personalized Variables

Removing Personalized Variables

Variable Entry

To remove a Personalized Variable:

[@ One or more variables ars personalized; click Show Variable Personalization link to dizplay them

1. Select a report that

. . Available Variants: Save Delete Show Variable Personalization
contains the personalized :
. General Variables
variable that needs to be Variable = Current Selection Description
removed. Organizational Unit Hierarchy
Job - Multiple (Optional)
2. Cl]Ck “Show Var-lable Calendar Month (Optional)
c o 99 e Cal Quarter (Opticnal)
Personalization” link. Calendar vear (Optona)
Available Variants: Save Delete Hide Wariable Personalization
Result: The Personnel Area Gencrallanizbles : =
. . . Variable = Current Selection De=zcription
variable selection will appear. * | Number of Pay Periods 1 1
Appropriatien
3. Select the personalized Sudget Uni
. Payroll Area - Selection (Optional)
variable to be removed P—
Agency

4.  Click “Remove selected
variables from EE@E

2 C Personalized Variables Remove selected variables from personalized variables list
pe rsonal]zed Va r]ables Variable & Current S«Blelctiun Description |
liSt” . Perzonnel Area - Select (Optional) 1110; 1111 1110 Dept of Persennel, 1111 Information S

|| Show Personalized Variables
Continued...
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R Removing Personalized Variables, cont..

Available Wariants: Save Delete Hide Yariable Personalization
General Variables
Variable = Current Selection Description
* Murnber of Pay Periods 1 1
Appropriation
Budget Lnit =l
Perzonnel Area - Select (Optional) 11100 1111 1110 Dept of Perzonnel; 1111 Information S
FayTOl Al - Seeeton Lupuonaly T
Project
Agency
[~1[z] [~][2]
Personalized Variables
Variable = Current Selection Description
[ ] Show Perzonalized Variables

Result: The Personnel Area personalized variable has been removed. The Personnel Area values will no
longer be saved and the Personnel Area variable selection will appear on all variable screens that use
the Personnel Area variable.

Module 6:. General Topics / Running BW Reports from HRMS Portal 13



Running a Report

Running a Report

To run a Bl Custom Report:

Variable Entry

1. Enter variables. Available Variants: [ save || save As... || Delete | Show Variable Personalization
. General Variables
Note: To ensure variables are Variable 2 e —— Description
Val]d; C“Ck the “CheCk” bUtton pr]or * | Month/ear Range (Mandatory) 04/2008 - 04/2008 04/2008 - 042008

to running the report.

2. Click the “OK” button

to run the report.

Organizational Unit Hierarchy

Job - Multiple (Optional)

— b

30000658
50000013; 50000023

106

OFFICE ASSISTANT, PRT ADMIN ASST 5

Position !/ Personnel Master Listing

Result: Report results with selected variables.

Display As | Table [+ [ Information || Send || Print Version || Export to Excel || Comments
+ Columns Job3 Position & Organizational Unit = County = EE Group =
- s 50000013 OFFICE ASSISTANT 71001207 100J 30005156 2105 # Permanent
~ Rows 71001244 100J 30005156 2105 # Permanent

= Job Result
T 50001570 CONTRACTS SPEC2 70003568 0557 31000201 VACANT 34 Permanent
® Organizational Unt 70005280 0163 30000709 401 34 Permanent
: E:u;:up 70008816 0026 30000730 0300 17 Permanent
- Pay Scale Group 70009130 0415 30001371 E&A 34 Permanent
- Pay Grade 70009230 0729 30001371 E&A 34 Permanent
= Free characteristice TOOO09387 1066 30001371 E&A 34 Permanent
70009421 1112 30001371 E&A 34 Permanent
14
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- Defining Bl Custom Report Variables

All Bl Custom Reports require variable entry (selection criteria) prior to running
the reports.

The following section provides the basic steps to enter variables for Bl Custom
Reports.

Section 6:. General Topics / Running Bl Reports from HRMS Portal 15



Hn Defining Variables: Position-Personnel Master Listing Report

Position-Personnel Master Listing Report

To define the Position-Personnel Master Listing variables:

1. Enter a Month/Year range in MM/YYYY Variable Entry
format or select a date using the
matChCOde button for Month/Year Range. Available Variants: - |Sa-.e|| SaveAs...H :elsls|5hu'.'."\.fariabls Personalization
* s _ s s o General Variables
This is a required field. Varabi= Current Selacion Sescrpion
o L Month/v'ear Range (Mandatory} 04/2008 - 04/2008 04/2008 - 04/2008
2. Enter a Job code or select a job using the Organizational Un Hierarchy 10000656 105
matChCOde button. Job - Muttiple {Optional)y 50000013; 50000023 OFFICE ASSISTANT; PRT ADMIN ASST 5

3. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

—
' 113 Selecting the Department of
- Type De=cription Personnel Organizational Unit
- AA Hierarchy will also include all
e I J A |10 Organizational Units that are a part
.:: of that hierarchy.
= DB
= X1
b 116
b 142
| Change Order
Ok | Cancell @E . |E||§|
Continued... 16
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Defining Variables: Position-Personnel Master Listing Report, Cont...

\ariable Entry
4. Click the OK button.
Available Variants: - | Save || Save As.. || Delete | Show Variable Personalization
General Variables
Result: The Position-Personnel Variable & Current Selection Description
Master Listing report results are * | Month/Year Range (Mandatory) 04/2008 - 0412008 04/2008 - 04/2008
displayed' Organizational Unit Hierarchy +30000479(00RGUNIT) 110
Job - Multiple (Optional) 50000013 S0003624 OFFICE ASSISTANT; ASST ADMIN
Position ! Personnel Master Listing
Display As |Table [+ | | Information || Send || Print Version || Export to Excel || Comments |
Additional Information:
. . . ~ Columns Job % Position &
To view a list of employees in a - Key Figures 50000009 TAPP 9l 70007296 Y0156
filled Position from the report ~ Rows . 159
results: e Filter ¥ 70007301 Y0161
= Position Change Drilldown L4 Rezult
1. Click on a Position in the " Organizatipae 50000010 | 1T AP - Zr;luf;s;anu Export » e ——
report results to pull
P P = EE Group Result
up the Context Menu. / - PayScale Group | 50000011 FINANA properties b 70007285 Y0136
. Documents r 70007335 | 0202
c Pay Grad
2. Select Goto - Employees in et Sort Job .
Y * Free characteristics TO0O7337 0204
Position. Result

Result: Employees in the selected Position are displayed.
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HR Defining Variables: Position Statistics Report

Position Statistics Report Voriebte Entry
To define the Position Statistics Report
variables: Available Variants: + [ Save || Save As... | [ Delete | Show Variable Personalization
. General Variables
1. Enter a Month/Year range in Variable £ Current Selection Description
MM/YYYY format or select a date * | Month/Year Range (Mandatory) 412008
. QOrganizational Unit Hierarchy 30086706
using the matchcode [ g|button for sy Scale Area - Single (Optional) |
=
Month/Year Range. *This is a

required field.

' 2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

-
> Selections
' 113 Selecting the Department of
i Type De=cription Personnel Organizational Unit
- AA Hierarchy will also include all
e dd > A |10 Organizational Units that are a part
.:: of that hierarchy.
= DB
= X1
b 116
b 142
l| Change Order
Ok | Cancell @E |E||§|
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Defining Variables: Position Statistics Report,

Cont...

Variable Entry
Available Variants: - | Save || Save As... || Delete | Show Variable Personalization
3. Click the OK button. General Variables
\ Variable 2 Current Selection Description
ReSUlt: The POS]t]on * Month/vear Range (Mandatory) 42008
Statistics report results Organizational Unit Hierarchy 30066708
are d]Splayed N Pay Scale Area - Single (Optional)
Additional Information: Position Statistics Report - Month Ending
To view the Position Fill Counts: Dizplay A= Table hd Information | Send | Print Version | Export to Excel| Comments
1. Click on a line item in the - Columns Organizational Unit Full Time / Positions = Part Time / Positions = Total / Positions 5
report « Key Figures * Owverall Result 79,547 2578 80,635
r lts t || th * Rows ~ Organizational plan( 79,418 2 555 80,506
esutts to putt up e
Context Menu. = Organizational Unit - SOV 70 418 2 656 30 508
> Free characteristics b0 Sack R 58 68
ey ac
- = Azgj t P POS .
2. Sele,Ct 'GOtO Eo§1t10n — :?_nmnp Eypios ) g Posttion Statistics - Position Fil Counts | 7
Statistics - Position uallLang. Pay (POS) b o[ Fiter b 29
Fill Counts. DULUE RIS b 0| Change Drildown v 29 29
= Ermployes Group .
p | Hierarchy k 29 29
. EI'I'||:I.|I.J‘_|"BE Subgroup b Broadcast and Export  F &1 1 &1
* Fosition Save View
Result: Position Fill - Posttion Shift Desig & &0 &0
disol d * | Documents (3 28 28
]Sp aye s k| Sort Organizational Unit » 161 161
_
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Hn Defining Variables: Position Roster Report

Position Roster Report

Variable Entry
To define the Position Roster
Report variables: Available Variants: = | save || Save As... | Delete | Show Variable Personalization
1. Enter a Month/Year range in General Variables
MM/YYYY format or select a date Varisble - Current Selection Description
A 0 izational Unit Hi h
using the matchcode [F] button raanzatonal SE TIeareny 000055
, .. * Month/ear Range (Mandatory) 412008
for Month/Year Range. *This is a

required field.

" 2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

Selections Selecting the Department of
b 110 Personnel Organizational Unit
ML .- Hierarchy will also include all
. T Dezcription . .
l;j i~ Organizational Units that are a part
- AB o 110 of that hierarchy.
. aF Add ]
e
= DB
= X1
b 116
b 142
| Change Order
Ok | Cancell @E |E||§|
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Defining Variables: Position Roster Report,

Cont...

Variable Entry

3. Click the OK button.

Available Wariants: | Save | SAVE AS... | | Delete | Show Variable Personalization
General Variables
Wariable = Current Selection De=cription
Organizational Unit Hierarchy BEIEIEIIZIEEE|
* Month/ear Range (Mandatory) 42008
—>
Result: The Position Roster report results are displayed.
Position Roster
Display As |Tab|e |v| | Information || Send || Print Version || Export to Excel || Commentz
- Columns Organizational Unit Position = Job 3 Vacated Date s  Duty St
* Hows *ROOT Organizational plani 70000000 LEB S0003761 Default Job 4 Pay Scale Monthly # 24
= Organizational Unit 70000001 AO0101 50003761 Default Job 4 Pay Scale Monthly |~ 11/01/2007 34
* Position 70000002 A0201 50003761 Default Job 4 Pay Scale Monthly  # 34
° et 70000003 A0202 50003761  Default Job 4 Pay Scale Monthly  # 34
= Vacated Date
; 70000004 A0301 50003761 Default Job 4 Pay Scale Monthly — 12/01/2007 34
= Duty Station County
 Postion Shift Desig 70000005 A0401 50003761  Default Job 4 Pay Scale Monthly  # 34
« Employee Group 700000056 A0402 50003761  Default Job 4 Pay Scale Monthly # 34
= Pay Scale Area 70000007 A0502 50003761  Default Job 4 Pay Scale Monthly  # 34
* Pay Grade Area 70000008 AO0601 50003761 Default Job 4 Pay Scale Monthly — 08/16/2007 34
P SR BLEE 70000009 AOG0Z 50003761 Default Job 4 Pay Scale Monthly  # 34
= Pay Grade Level
70000010 AO702 50003761 Default Job 4 Pay Scale Monthly = 10401/2006 34
= ES Grouping for CAP
o R A 70000011 A0301 50003761  Default Job 4 Pay Scale Monthly —# 34
0 FrEr e 70000012 A0202 50003761 Default Job 4 Pay Scale Monthly = # 34
70000013 A0901 50003761  Default Job 4 Pay Scale Monthly # a7
70000014 A0302 50003761  Default Job 4 Pay Scale Monthly = # 34

Section 6:. General Topics / Running Bl Reports from HRMS Portal
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. II‘ Defining Variables: Class Distribution - Pay Class Report
Class Distribution-Pay Class Report

To define the Class Distribution - Pay Class report variables:

1. Enter a single Month/Year reporting

value in MM/YYYY format or select Vanapie Entry
a date using the matchcode |7 button for R . . -
Awailable Wariants: - | Save || Save As. . || Delete | Show Wariable Personalization
Calendar Month Prompt. —
*This is a required field. Variable & Current Selection Descripton
Personnel Area - Select (Optional) 1110
' 2. Enter the Employment Status (defaults | Colondar Nont Prompt_ Shle Valie | 42018 ,

. = Emp Status (Mandatory) 3 Active
to 3 - Active) or select an Employment Py Scale Area (Optonal)
Status using the matchcode button.

*This is a required field. 1

3. Enter a Personnel Area number or select a
Personnel Area number using the matchcode
button.

4. Click the OK button.

Result: The Class Distribution - Pay Class report results are displayed.
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Defining Variables: Classification Turnover

Classification Turnover Report

To define the Classification Turnover report variables:

Variable Entry

Available Variants: J Sa-.-5| Save As. | Delete | Show “ariable Personalization

General Variables
Variable = Current Selection Dezcription
Organizational Unit Hierarchy
Personnel Area - Select (Optional)
Job - Muttiple (Optional}
Month/ear (Optional)

Cal Quarter (Opticnal)
Calendar ear (Optional)

[ |

1.  Enter your variable selections. 0] [check]

2. Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: The Class Turnover report results are displayed.
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Hn Defining Variables: Employee and Position Status

Employee and Position Status Report

To define the Employee and Position Status report variables:

Variable Entry
Enter your variable selections.
) . . Available Variants: = | save |[ Save As.. ][ Delete | Show Variable Personalization
Enter an Organizational Unit ;
| . General Variables
hierarchy or select a hierarchy Variable & Current Selection [

using the matchcode button.
By selecting the Department of
Personnel hierarchy, the user is
also selecting all organizational
units that are a part of the
Department of Personnel
hierarchy.

Click the OK button.

Perzonnel Area - Select (Optionaly
Business Area (Optional)

Calendar Month Prompt _ Single Value
Perzonnel SubArea (Optional)
Organizational Unit (Optional)
Employee Group (Optional)

Employee SubGroup (Optionaly

Emp Status (Optional) 3
Control Area MCC (Optional)

Master Cost Ctr (Optional)

Time Admin (Optionaly

o g

Active

Result: The Employee and Position Status report results are displayed.
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Defining Variables: Employee History Report
Employee History Report

To define the Employee History Report variables:

1. Enter a Pay Scare Area or select a Pay | variableEntry
Scale Area using the matchcode

button Available Variants: ~ || save|| Save As... | Delste | Show Variable Personalization
General Variables
. Variable 5 Current Selection Description
2. Cl]Ck the OK bUtton. Pay Scale Area (Optional)
Result: The Employee History report >

results are displayed.

Additional Information:

To view an Employee History Part 2 or| Employee History - Part 1

an Employee’s education records: Display As |Table |+| | Information || Send || Print Version || Export to Excel || Comments
1. Click on a line item in the  columne Employee Action Date®  Action Type
Employee History Report * Fows = SEEPE,
oto Employee History - Part 2
reSUltS tO pUll Up the COnteXt ’ Emp.rlwee ITer ¥l Employvee Education Records
Menu. " Action Date Change Drildown r'_m_ﬂ_'_mFqumn TenT Change
) * Action Type Broadcast and Export »
2. Select Goto - Employee History| - ActionReason Save View T e ———
Part 2 or Employee Education " Gender FEETE BB AT b
* County Code
Records. « Personnel Area e | UX  Current Conversion Active
* Organizational Unit Documentz +
= Job Sort Employse Ml U3 Appointment Change

Result: Employee sub report is - Pay Scale Group
displayed. A
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Defining Variables:

Employee Probation

Employee Probation Report

To define the Employee Probation report variables:

1. Enter your variable selections.

2. Enter a Business Area or Personnel Area
| in the variable field or using the
matchcode || button..

3.  Enter a single Month/Year reporting
value in MM/YYYY format or select a
date using the matchcode button for
Calendar Month Prompt. *This is a
required field.

4, Click the OK button.

Variable Entry

Awailable Variants: - | Save || Save As.. || Delete |

General Variables
Variable 5 Current Selection
Perzonnel Area - Select (Optienal)
Perzonnel SubArea (Optional)
Bus=inezz Area (Optional)
Calendar Month Prompt _ Single Value
Employee Group (Optional)
Employee SubGroup (Optional)
Emp Status (Optionaly 3
Contract Type (Optional)y
Payroll Area (Opticnal)

[ s o o |

Description

Active

Show “ariable Personalization

Result: The Employee Probation report results are displayed.
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Hn Defining Variables: Employee Summary Report

Employee Summary Report

To define the Employee Summary report variables:

1. Enter a single Month/Year reporting value in MM/YYYY format or select a date using the matchcode

button for Variable Entry
Calendar Month Prompt.
*This is a required field.

Available Variants: - | Save || Save As... || Delete | Show Variable Personalization
General Variables
Wariable & Current Selection Description
Calendar Month Prompt _ Single Walue 4-‘2[!08]
Pay Grade Area (Optional)
Pay Scale Area (Optional)

2. Click the OK button. ~— [_aK][Check]

Result: The Employee Summary report results are displayed.
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Hiring Freeze Tracking Report

Defining Variables: Hiring Freeze Tracking

To define the Hiring Freeze Tracking report variables:

1. Enter a single Month/Year reporting value in MM/YYYY format or select a date using the matchcode

button for
Calendar Month Prompt. Variable Entry
*This is a required field.
Available Variants: = | save || Save As... || Delete | Show Variable Personalization
General Variables
Wariable = Current Selection Description

Job - Muttiple (Optional)

Calendar Month Prompt _ Single Value

Cal Quarter (Optional)

2. Click the OK button. Calendar Year (Optional)
Business Area (Optional)

Result: The Hiring Freeze Tracking report results are displayed.
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Hn Defining Variables: Minority Distribution Report
Minority Distribution Report

To define Minority Distribution report variables:

1. Enter the Employment Status (defaults
to 3 - Active) or select an Employment

Variable Entry

Status US]ng the matChCOde bUtton' Available Variants: + [ Save || Save As...|[ Delete | Show Variable Personalization
*This is a required field. Gemeral Variables

Variable = Current Selection Description

2. Enter a single Month/Year reporting Personnel Area - Select (Optional) 110
Value .In MM/YYYY format Or SeleCt a * Calendar Month Prompt _ Single Value 4«2003| .
. * Emp Status (Mandatory) 3 Active

date using the matchcode button for
Calendar Month Prompt. *This is a A

required field.

3. Enter a Personnel Area number or select
a Personnel Area number using the
matchcode button.

4. Click the OK button.

Result: The Minority Distribution report results are displayed.
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Hn Defining Variables: Supervisor to Employee

Supervisor to Employee Report

To define the Supervisor to Employee report variables:

Variable Entry

Available Variants: J Ea-.5| Save A= | Delete | Show Wariable Perzonalization

General Variables

Wariable = Current Selection De=scription
Organizational Unit Hierarchy

Perzonnel Area - Select (Optional)

Calendar Menth Prompt _ Single Value

Emp Status (Optienal) 3 Active

0K | Check

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3., Enter a single Month/Year reporting value in MM/YYYY format or select a
date using the matchcode button for Calendar Month Prompt. *This is a
required field.

4, Click the OK button.

Result: The Supervisor to Employee report results are displayed.
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Defining Variables: Employee File Statistics Report

Employee File Statistics

The Employee File Statistics report contains 17 queries. Fifteen of the
queries can be run as one report or separately. To run all 15
queries as one report, click on the Employee File Statistics - All Reports link.

To define the Employee File Statistics report variables:

4.

Enter the Employment Status (defaults to 3 - Active) or select
an Employment Status using the matchcode button.

*This is a required field.

Enter a single Month/Year reporting value
in MM/YYYY format or select a date using
the matchcode button for Calendar

Month Prompt. *This is a required field.

Enter a Personnel Area number or select
a Personnel Area number using the

matchcode button.

Click the OK button.

Report

Click on individual links <
to run each query

* [ Employee File Statiztics

/

= Employee File Statistics - Age Ranges
= Emplovee File Statistics - In Present Position

Employee File Statiztics - Certificate
Employee File Statistice - County Code

= Employee File Statiztics - Dizability Status
= Emplovee File Statistics - Education

Employee File Statistics - Ethnic Group
Employee File Statiztice - Gender

= Employee File Statizstics - Merit System
» Emplovee File Statistics - Part Time Percent

Employee File Statistics - Salary Hanges
Employee File Statiztice - Salany Rate Unit

= Employee File Statistics - Special Pay
= Emplovee File Statistics - Status

Result: The Employee File Statistics - All Reports results are displayed.

separately Employee File Statistics - Underfil
\ Employee File Statistics - Veteran Status
» Employee File Statistics - All Reportz
Variable Entry
Available Variants: [ save || Save Ag... || Delete | Show Wariable Personalization
General Variables
Variable = Current Selection Description
* | Emp Statuz (Mandatory) 3 Active
* Calendar Month Prompt _ Single Value 412008
Perzonnel Area - Select (Opticnal) 10|
Pay Scale Area - Single (Optionaly
Pay Scale Area (Optional)
-
Continued...
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Hn Defining Variables: Employee File Statistics Report, Cont...

The Employee File Statistics-Education and Employee File Statistics-
Certification queries are not included in the Employee File Statistics (Full
Report) and must be run separately.

* [ Employee File Statistics
= Employee Fils Statistics - Age Ranges
\ = Emplovee File Statistics - In Present Position

To run the query, the user must enter a “Valid On Date” in MM/DD/YYYY 1w LERo¥eeTESrance _Cemeee

: . : - Employe File Statistics - County Code
format to run, rather than Month/Year required in other Employee File . Employee Fie Statietics - Disabiity Status

Statistics queries:  Emoloves i Stafistios - Educat
» Employee File Statistics - Ethnic Group

To define the Employee File Statistics-Education and Employee

File Statistics-Certification report variables:

1. Enter a Personnel Area number or select a Personnel Area number using the matchcode 3]button.

2.  Enter the Employment Status (defaults to 3 - Active) or select an Employment Status using the

matchcode button. *This is a required field.

3. Enter a Valid On Date in MM/DD/YYYY Aveetio Verwde: (IR [ Sove] [ S 5a..] [ Dol Stoe Varbiio Pommanakznton
format or select a date using the “""'ﬁ,“:;:? —— —
matchcode button. Personnel Area - Select (Optional)

* Emp Status (Mandatory) 3 Active
. Valid from Date (Optional)
4. Cl]Ck the OK button- Valid to Date (Optional)

|G | Ch

Pay Scale Area (Optional)

Result: \ The Employee File Statistics-Education or Employee File Statistics - Certificate results are displayed.
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Appointment Status Changes Report

Defining Variables: Appointment Status Changes Report

The Appointment Status Changes report is made up of 2 » [ Appointment Status Changes

queries. . B int ¢ Status CI
To define the Appointment Status Changes report
variables:
1. Enter a single Month/Year Variable Entry
reporting value in MM/YYYY
format or select a date using the Avallable Variants: ~ [ Save|[ Save As.. | [ Delete | Show Variable Personalization
matchcode [ 5] button for General Variables
Calendar Month Prompt. *This is Variable > current Ssiection LiE L
R . Perzonnel Area - Select (Optionaly
a requ"'ed fleld' Calendar Month Prempt _ Single Value
2. Enter a Personnel Area number

or select a Personnel Area
number using the matchcode
button.

3. Click the OK button.

Result: Appointment Status Changes results are displayed.

Continued...
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Defining Variables: Appointment Status Changes Report, Cont...

Additional Information:

To view the Appointment Status Changes for the prior
month:

1. Click on a line item in the Appointment Status
Changes report to pull up the Context Menu.

2. Select Goto - Appointment Status Changes - Prior
Month Status.

Appointment Status Changes
Display As |Table [=| [ Information || Send || Print Version || Export to Excel || Comments
* Columns
* Key Figures Personnel Area & Employee ID & Appointment Date = Position = dob s Action E
* Hows Dept of Labor & Industries 1044135 2
. 0 3
= Persennel Area
IIIIII ¥
* Employse 1D Change Drilldown H Rezutt
* Appointment Date Broadcast and Export » Result
= Postion Save View
Resuft
= Job
= Action Effective Date Properties H
= Action Type Result Calculations and Translations M
= Action Reason Overall Result Documents H
= Employee Group Sort Employee ID H

= Work Contract
= Pay Scale Level

¥ Free characteristics

= QOrganizational Unit

Result: Appointment Status Changes for the Prior Month are displayed
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Defining Variables: Affirmative Action Report

Affirmative Action Report

The Affirmative Action report is made up of 4 queries that
must be run separately.

To define the Affirmative Action report variables:

1. Enter a Personnel Area number or select a
Personnel Area number using the matchcode button.

2. Enter the Employment Status (defaults
to 3 - Active) or select an Employment

Status using the matchcode button. Variable Entry
*This is a required field.
Available Variants:
3. Enter the Contract Type (defaults to 00 General Variables

Variable =

- Permanent) or select a Contract Type
using the matchcode button. *This is a

Personnel Area - Select (Optionaly
Calendar Menth Prompt _ Single Value

w [ Affirmative Action
« Affirmative Action Employee Detail Statewide
« Affirmative Action Anahkyziz by EEOC Group
» Affirmative Action Employes Detail by Perzonnel Area
» Affirmative Action Summary by Perzonnel Arsallob

Click on individual report
links to run each Affirmative
Action report.

= |[ Save || Save Az... || Delete | Show Variable Personalization

Current Selection
1110
412008

Deszcription

b L T Ch

required f‘ield. Contract Type (Mandatory) 00
* Emp Status (Mandatory) 3 Active
4. Enter a single Month/Year reporting

value in MM/YYYY format or select a A
date using the matchcode button for
the Calendar Month Prompt. *This is a
required field.

5. Click the OK button.

Result: The Affirmative Action Employee Detail by Personnel Area or selected report results are displayed.
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HCA Non-Discrimination Report

Defining Variables: HCA Non-Discrimination Report

The HCA Non-Discrimination report is made up of 2
queries.
To define the HCA Non-Discrimination report variables:

Variable Entry
1. Enter a S]ngle Month/Year Available Variants: ~ [ save || Save As.. | [ Delete | Show Variable Personalization
reporting value in MM/YYYY General Variables
format or select a date using the L Surrent Selection L
Business Area
matChCOde bUtton for Perzonnel Area - Select (Optional)
Calendar Month Prompt. *This is Fersonnel SubArea (Optional)
a required field. * Calendar Month Prum|.:ht_ Single Value
Employee Group (Optional)
2. Enter a Personnel Area number Emp Statis (optonal) : Aetie
Employee SubGroup (Optional)
or select a Personnel Area Payrol Area (Optional)
number using the matchcode [ oK] [ check ]
A
button.

3. Click the OK button.

Result: HCA Non-Discrimination results are displayed.

Continued...
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WSD Personne Defining Variables: HCA Non-Discrimination Report, Cont...

Additional Information:
To view the HCA Non-Discrimination 301 report (wage type /301):

1. Click on a line item in the HCA Non-Descrimination report to
pull up the Context Menu.

2. Select Goto = HCA Non-Discrimination 301:

4k

Calendar Year/Month 3  Employee Date of Birth =

1172008

HCA - Non-Discrimination 301,
Fitter "
Change Drilldown
Broadcast and Export
Save View

Properties

Docurmentz
Sort Calendar %ear/Month

[ 4
Calculation= and Tran=zlationz # N

[ 3

[ 3

Result: HCA Non-Discrimination 301 report is displayed
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rersonnes

Defining Variables: HRM Manager to Staff

PLAN & ALIGN WORKFORCE - Management Profile

Provide the % of Washington Management
Service (WMS) managers and % of all
Management Employees to staff.

To define the HRM Manager to Staff report
variables:

Enter your variable selections.

Variable Entry
Awvailable Variants: - | Save || Save As... || Delete | Show Yariable Personalization
General Variables
Variable Current Selection De=cription

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)
Calendar Month (Optional)
Cal Quarter (Optional)
Calendar Year (Optional)

Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button.
By selecting the Department of Personnel hierarchy, the user is also selecting all
organizational units that are a part of the Department of Personnel hierarchy.

Click the OK button.

Result: HRM Manager to Staff report is displayed.
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Hn Defining Variables: HRM Washington Management Service

PLAN & ALIGN WORKFORCE - Management Profile

Provide the number of Washington Management

. Variable Entry
Service (WMS) employees/managers.
To define the HRM Washington Management
o o Available Variants: - | Save || Save Az.. || Delete | Show Variable Personalization
Service report variables:
General Variables
Wariable 5 Current Selection Dezcription

Organizational Unit Hierarchy
Perzonnel Area - Select (Optionaly
Job - Multiple (Cptionaly

Calgndar Month (Optional)

Cal Quarter (Optional)

Calendar Year (Optional)

Ch |G |0 |G GG

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode |7 button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a
part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Washington Management Service report is displayed.
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Hn Defining Variables: HRM WMS Management Type

PLAN & ALIGN WORKFORCE - Management Profile
Provide the percent breakdown of management by

management type for Washington Management

. Variable Entry
Service (WMS) employees/managers.
To deﬁne the HRM WMS Management Type Available Variants: - | sSave || Save As... || Delete | Show Variable Personalization
report variables:
General Variables
Wariable = Current Selection De=cription

Organizatienal Unit Hierarchy
Personnel Area - Select (Optional)
Job - Multiple (Optional)

Calendar Menth (Cptional)

Cal Quarter (Optional)y

Calendar Year (Opticnal)

[y o

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy
using the matchcode button. By selecting the Department of
Personnel hierarchy, the user is also selecting all organizational
units that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM WMS Management Type report is displayed.

Section 6:. General Topics / Running Bl Reports from HRMS Portal 40



Hn Defining Variables: HRM Separation During Review Period

HIRE WORKFORCE - Separation During Review

Period
Definition: Number of separations during ]
Probationary and Trial Service review periods.
Available Variants: - | Save || Jave As... || Delete | show Wariable Personalization
To define the HRM Separation During Review S ————
Period report variables: Wariable Current Selection Description

Crganizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month (Optional)

Cal Quarter (Cptionaly

Calendar Year (COptional)

Enter your variable selections.

[ g g g

Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

Click the OK button.

Result: HRM Separation During Review Period report is displayed.
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Defining Variables: HRM Type of Appointments

HIRE WORKFORCE - Hiring Balance: Variable Entry
Proportion of Hiring Types
Definition: Number of New Hire,
Promotional. Transfer Exempt and Awailable Variants: bl | Save || Save As || Delete | Show Variable Personalization
’ b
Other appointments to permanent General Variables
positions. ariable = Current Selection Description
To define the HRM Type of Appointments Organizational Unit Higrarchy
report variables: Perzonnel Area - Select (Oplional)
Job - Multiple (Optionaly
Calendar Month {Optional)
Cal Quarter (Optional)
Calendar “ear (Optional)

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3\ Click the OK button.

Result: HRM Type of Appointments report is displayed.
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rersonnes

Defining Variables: HRM Average Overtime

DEPLOY WORKFORCE - Overtime Usage/Average

Hours
Definition: Average overtime hours used, per | Y™t
capita.
Available Variants: - | Save || Save As.. || Delete | Show Variable Personalization
To define the HRM Average Overtime report General Variables
variables: Variable 2 Current Selection Descrigtion
Organizatienal Unit Hierarchy
Personnel Area - Select (Optional)
Job - Muttiple (Optionaly
Calendar Month (Optional)
Cal Quarter (Optional)
Calendar “ear (Optional)
1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel hierarchy,
the user is also selecting all organizational units that are a part of the
Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Average Overtime report is displayed.
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Defining Variables: HRM Overtime Cost

DEPLOY WORKFORCE - Overtime Usage/Cost

Definition: Straight plus premium overtime costs | VariableEntry
To define the HRM Overtime Cost report Available Variants: ~ | [ Save |[ Save A= || Delete | Show Variable Personalization
variables: General Variables
Wariable = Current Selection Description
Crganizational Unit Hierarchy
Personnel Area - Select (Optional)
Job - Multiple (Optional)
Calendar Month (Optional)
Cal Quarter (Optional)
Calendar ear (Optional)

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Overtime Cost report is displayed.
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srersanner DEFINING Variables: HRM Percent Employees Receiving Overtime

DEPLOY WORKFORCE - Overtime Usage/Percent

ReceiVing Variable Entry
Definition: Percent of employees receiving
overtime. _ _ - _ -
4 S Axailable Variants: - | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Percent Employees Receiving
Overtime report variables: S : —
Variable = Current Selection Description

Organizational Unit Hisrarchy
Perzonnel Area - Select (Optional)
Job - Multiple (Opticnal)

Calendar Month (Optional)

Cal Quarter (Opticnal)

o o |

Calendar Year (Optional)

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Percent Employees Receiving Overtime report is displayed.
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srersanner DEFINING Variables: HRM Formal Disciplinary Action Taken

REINFORCE PERFORMANCE -
Number/type of Disciplinary Actions
Definition: Number of disciplinary
actions per type: Dismissal,
Demotion, Suspension, and Salary
Reduction*.

To define the HRM Formal Disciplinary
Action Taken report variables:

Variable Entry
Auyailable Variants: - | Save || SaVE As.. || Delete | Show Wariable Personalization
General Variables
Wariable & Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Multiple (Optional)

Calendar Month (Optional)

Cal Quarter (Opticnal)

Calendar ear (Optional}

o o g

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units

that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Formal Disciplinary Action Taken report is displayed.
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Defining Variables: HRM Sick Leave

Variable Entry
DEPLOY WORKFORCE - Sick Leave Usage - Used and
Earned’ Average Vs. ACtual Available Variants: J Sﬂ-.-s| Save A3| Delete | Show Variable Personalization
Definition: On the average, what percent of sick General Variables
leave earned is used: (a) per capita; and (b) for just LEE Current Selection Description

. Organizational Unit Higrarchy
those employees who used sick leave . _ -
Perzonnel Area - Select (Optional)
To define the HRM Sick Leave report variables: cide i b
Calendar Month (Optional)
Cal Quarter (Optional)
Calendar Year (Optional)
OK || Check|

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3 Click the OK button.

Result: HRM Sick Leave report is displayed.
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Defining Variables: HRM Diversity Profile

ULTIMATE OUTCOMES - Workforce & Diversity

PrOfi le Variable Entry

Definition: Percentage of the workforce in

protected groups. Available Variants: + | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Diversity Profile report General Variables

variables: Variable = Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optionaly

Calendar 'ear (Optional)

I o g o

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Diversity Profile report is displayed.
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Hn Defining Variables: HRM Diversity Profile by Ethnicity

ULTIMATE OUTCOMES - Workforce & Diversity

Profile/Ethnicity Profile Variable Entry

Definition: Percentage of workforce by ethnic

group Available Variants: + | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Diversity Profile by Ethnicity General Variables

Report variables: Variable = Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optionaly

Calendar 'ear (Optional)

I o g o

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Diversity Profile by Ethnicity report is displayed.
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Hn Defining Variables: HRM Percent Age Distribution

ULTIMATE OUTCOMES - Workforce & Diversity

Profile/Age Profile Variable Entry

Definition: Percentage of all employees and of

WMS by age groups. Available Variants: + | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Percent Age Distribution General Variables

Report variables: Variable 2 Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optionaly

Calendar 'ear (Optional)

I o g o

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Percent Age Distribution report is displayed.
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Defining Variables: HRM Turnover

ULTIMATE OUTCOMES - Turnover rates and types | oo
Definition: Percent of employee turnover by type

(Retirement, Resignation’ Dismissal, Other, To Available Variants: + | Save || Save As... || Delete | Show Variable Personalization
Another Agency®). EE Ll
To define the HRM Turnover report variables: Vansble Sument Seleeton e

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optionaly

Calendar 'ear (Optional)

I o g o

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3 Click the OK button.

Result: HRM Turnover report is displayed.
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